Maryland State Archives

Sumitted: Draft Edward C Papenfuse State Archives Building Certificate ID: 168
Jurisdiction: Sykesville 350 Rowe Boulevard MSA ID: SE55-2281
Agency: Government Annapolis, MD 21401
Division/Unit: Secretary/Receptionist/Editor Page: lof2
Proposal and Certificate of Records Disposition
Authorization
Item Description of Records Retention Section and/or |Inclusive Dates of |Volume |Date of Method Of
No. (Same Title as listed on Schedule) Schedule No. |ltem No. Records Destroyed Disposal Disposal
1 Benefits Brochures M-173 3 2004-2006 0.25 cu ft. 11/05/2011shred
2 Benefits;Employee Authorizations M-173 4 2001-2006 0.25 cu ft. 11/05/2011(shred
3 Insurance; Premium Statements M-173 19 2004-2006 0.25 cu ft. 11/05/2011shred
4 Classes M-173 6 2003-2006 0.25 cu ft. 11/05/2011|shred
5 Insurance Claims M-173 17 2001-2004 0.25 cu ft. 11/05/2011shred
6 Applications M-173 23 2002-2003,2005 0.25 cu ft. 11/05/2011shred
7 Turn Down Notices M-173 31 2003 0.25 cu ft. 11/05/2011shred
8 Paid Invoices/Purchase Order Book M-173 30 2001-2004 0.25 cu ft. 11/05/2011shred
9 Telephone Message Books M-173 34 2002-2005 0.25 cu ft. 11/05/2011(shred
10 Park Reservations M-173 25 2003-2005 0.25 cu ft. 11/05/2011shred
11 Insurance Plans/Policies M-173 18 2004-2007, 2009- 0.25 cu ft. 11/05/2011shred
2010
12 Calendars M-173 28 2003-2005 0.25 cu ft. 11/05/2011shred
13 Work Orders M-173 10 2002-2003 0.25 cu ft. 11/05/2011shred
14 MML Retreat M-173 24 2004, 2007 0.25 cu ft. 11/05/2011shred
15 Benefits; Employee Flu Shots M-173 2002 0.25 cu ft. 11/05/2011shred
16 Carroll Comm. College; Momentum Classes |M-173 2005-2008 0.25 cu ft. 11/05/2011shred
Destruction Certification
Janet Perrault Town Clerk 1/10/2012
Signature Title Date
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17 Maintenance Info.;P.O.'s, Want Ads M-173 23 2001-2005 0.25 cu ft. 11/05/2011shred
18 Insurance Reports;audit reports M-173 19 2003-2006 0.25 cu ft. 11/05/2011(shred
19 LGIT; correspondence M-173 14 2003-2004 0.25 cu ft. 11/05/2011shred
20 LGIT; Policy renewals, forms M-173 18 2003-2008 0.25 cu ft. 11/05/2011(shred
21 Working Files M-173 37 2003-2007 0.25 cu ft. 11/05/2011shred
22 Loss Runs;Insurance M-173 19 2003-2007 0.25 cu ft. 11/05/2011shred
Destruction Certification
Janet Perrault Town Clerk 1/10/2012
Signature Title Date




